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DOCUMENT HI STORY LOG

St at us
(Basel i ne/
Revi si on/
Cancel ed)

Docunent
Revi si on

Ef fective
Dat e Description

Basel i ne

11/ 17/ 97 OW was basel i ned.

Revi si on

A

7/ 01/ 99 | SO 9000 Qual ity Docunments was changed to MSFC

I ntegrated Docunment Library. 1.2 MSFC-P05.1 was
changed to MPG 1410.1. 1.3 Office was changed to
Department. 2. MSFC-P05.1 Docunent and Data Control
was changed to MPG 1401.1 Docunent & Data Control
for Organizational |ssuances. MSFC-P16-1 was
changed to MPG 1441.1. 3.2 Office was changed to
Department. CO20 was changed to CD20. MSFC-P05-1
was changed to MPG 1410.1. 3.4 Director was
changed to Manager. Office was changed to
Departnment. Division was changed to Department.
8. CM21 was changed to CD20. Office Chief was
changed to Manager. Office was changed to

Depart ment .

Revi si on

5/ 24/ 00 2. Applicable Docunents — MPG 1441.1 Control of
Qual ity Records was changed to MPG 1440.2 MSFC
Records Managenent Program 8. Canceled OWs
superseded OWs will not be kept on file was

del eted. Quarterly was changed to sem -annually.
Quality Records. Stephanie Elliott, OPR for this
Docunent, Buil ding 4200, Room 346 was added.

Revi si on

8/ 09/ 00 Enpl oyee and Organi zati onal Devel opment Docunent
Control Systens was changed to Enpl oyee and

Organi zati onal Devel opnent Docunent Control on the
cover page.

Revi si on

5/ 22/ 02 Docunment re-written to incorporate Departnent
restructure and to put in correct ON format.

Revi si on

5/ 27/ 03 Del et ed MPG 1440.2 from the Applicable Docunents.
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1. PURPOSE

This Organi zati onal Work Instruction (OAN) provides
instructions for maintaining Level 4 MSFC I ntegrated Docunent
Li brary. The purpose of the ON is to establish the nmethod
for inmplenenting the provisions of MPG 1410. 1.

2. APPLICABILITY

This ON applies to all ONs prepared within the Enpl oyee and
Organi zati onal Devel opnment Departnment (EODD).

3. APPLI CABLE DOCUMENTS

MPG 1410.1 Docunent and Data Control for Organizational
| ssuances

4. DEFI NI TI ONS

4.1 Docunent Control Custodian (DCC). The person responsible
for processing and nmaintaining the EODD ON's and mai ntai ni ng
the ON Master List.

4.2 Master List. A controlled list of EODD ON's. The Master
List will be in accordance with MPG 1410. 1.

4.3 Ofice of Primary Responsibility (OPR). The Organi zation
whi ch prepares, authorizes release of, and nmaintains an OW .

5. | NSTRUCTI ONS

5.1 Al ONs will be witten, revised, nmmintai ned and
cancelled in accordance with CD02- ON -001.

5.2 New and revised ON's will be approved by the Manager or
Deputy Manager, EODD. The original, signed copies will be
mai nt ai ned by the DCC.

5.3 Sem -Annual review of ONs will be conducted by the
Manager or Deputy Manager to ensure currency and
applicability.

6. NOTES
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None.
7. SAFETY PRECAUTI ONS AND WARNI NG NOTES
None.

8. APPENDI CES, DATA, REPORTS, AND FORMS

None.
9. RECORDS
The follow ng records will be nmintained by the DCC

9.1 The original, signed copy of all OWs.
9.2 The Master List of OWSs.

9.3 Docunentation of the sem -annual review by the Departnment
Manager or Deputy Manager.

10. TOOLS, EQUI PMENT, AND MATERI ALS
None.
11. PERSONNEL TRAI NI NG AND CERTI FI CATI ON

None.

12. FLOW DI AGRAM

None.
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